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INDEX/VOLUME 17 


Absenteeism 


The Myth of Female Absentee- 
ism (D) 

Who Didn’t Show Up Today? 
(D) 

You Can Improve Their Atten- 
dance (D) 


Alcoholism 


What Can Supervisors Do 
About Alcoholic Subordi- 
PORES ES rams uae icerassieeres sia 


Appearance 


“| Might As Well Be Back in 
the Marines” (C) 

The Featherweight Foreman (C) 

What Companies Are Doing 
About the “New Breed” Em- 
ployee (D) 

What’s Different About 
Younger Workers? (D) 


Appraisal 


How Good Are Your Perform- 
ance Appraisals? (D) 

Performance Appraisal by Re- 
sults (D) 

Put the Person Back in Per- 
formance Appraisal 


Arbitration 


If You Were the Arbitrator: 
Is the Customer Always Right? 
The Suspected Moonlighter... 


January-Decemper 1972 


Articles 


Jul. 29 
Dec. 27 


Sep. 35 


Feb. 27 
jun: 21 


After-Hours Work 


Authority 
(See also Discipline) 


Be Tough, Not Hard (D) 

Want Better Performance? Ac- 
centuate the Positive 

What’s Your Style of Super- 


The Effective Use of Power (D) 
Boss-Supervisor Relationships 


All in the Family? (C) 

A Penalty for Excellence? (C).. 

“Dear Boss”’ 

Memo to a Manager Who Has 
Just Been Promoted 

Nobody Likes a Wise Guy— 
and Other Advice for the 
New Supervisor (D) 


Cases 


The Trying Transfer (Oct. 1971) 
Discussion 

A Logical Choice (Nov. 1971) 
Discussion 

The Trouble with Tillie (Dec. 
1971) Discussion 

Too Much Criticism? ........ 
Discussion 

A Problem of Promotion .... 
Discussion 

“| Might As Well Be Back in 
the Marines” 
Discussion 
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The Hard Sell That Didn’t.... Apr. 43 
Discussion Jul. 44 
Bone of Contention May 43 
Discussion Aug. 45 
The Disappointed Draftsman . Jun. 43 
Discussion Sep. 45 
Jul. 
Oct. 
Aug. 
Nov. 
His Most Embarrassing Moment Sep. 
Discussion Dec. 
The Day the Job Won Out.... Oct. 
When Johnny Came Marching 
Nov. 


The Featherweight Foreman .. Dec.‘ 


Change 
(See Our Changing Society; Manage- 
ment Trends; Government Regula- 
tions; Youth) 


Communication 
(See also Counseling; Motivation; 
Training) 


A Painless Way to Keep Track 
of Assignments 

Be Precise When You Com- 
municate (D) 

Don’t Let the Grapevine Trip 


Gamesmanship in Written 
Communication 
How’s Your Rapport with Job 


How to Present Interesting Re- 
ports (D) 
Now Hear This: Some Tech- 
niques of Listening 
Rx for Better Communication 
Aug. 


Nov. 
Stand Up and Be Heard Jul. 
Ten Steps to Stuffy Business 
Letters (D) Nov. : 
What’s Different About 
Younger Workers? (D) Nov. 


Computers 


Robot on the Production Team 


Understanding Computers: 
If You Were Company Presi- 


How One Company Speeded 
Up Remote Data Collection 


Aug. 11 


Control 
(See also Cost Control; Production 
Control) 


Control: Key to Successful 
Delegation 

Information Control for the 
Manufacturing Supervisor. . 

Is Your Span of Control Right 


Production Control 
Part 1. Line Up Manpower, 
Equipment, and Materials... Oct. 
Part 2. One, Two, Three... 


Part 3. Monitoring to Assure 
Prompt Deliveries......... Dec. 


Cost Control 


Control Costs Before They 
Control You 

Manufacturing Estimates Can 
Be Made More Easily 

Production Control: 
Part 1. Line Up Manpower, 
Equipment, and Materials. . 
Part 2. One, Two, Three... 


Part 3. Monitoring to Assure 
Prompt Deliveries 

Want to Cut Copying Costs? 
Here’s How (D) 


Counseling 
(See also Communication; Training) 


Make the Best of Mistakes (D) Oct. 33 
Decision Making 


When You Have to Make a 
Decision 


Delegation 


A Painless Way to Keep Track 
of Assignments ........... 

Control: Key to Successful 
Delegation 


Oct. 15 
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Discipline 


Discipline as Self-Discipline. . 
More Discipline, Less Disci- 
plinary Action 


Dismissal 
(See also Turnover) 


When Is a Quit Not a Quit? 


Drug Control 


Coping with Drug Abuse in 
Industry (D) 

Drug Addiction: It Can Hap- 
pen here 


Employee Development 
(See Communication; 
Methods; Training) 


Are You Afraid to Develop 
Talented Subordinates? ... 

Are You Stifling Your New 
Employee 


Follow-Up 
See Delegation) 


Four-Day Week 
(See Our Changing Society) 


Government Regulations 


The Supervisor's Role in the 
Occupational Safety and 
Health Act 


Grapevine 
(See Communication) 


Grievances 
(See Arbitration) 


Health 


Are You Risking a Heart At- 
tack? (D) 

Coping with Drug Abuse in 
industry (D) 

Coping with the Stress that 
Cripples (D) 


Jun. : 


May 


Drug Addiction: It Can Hap- 
pen Here Sep. 
Medical Surveillance on the 
Job (D) May 
Sources of Mental Stress—and 
How to Avoid Them (D) .. 


Hiring and Selection 


Hiring an Assistant Supervisor Apr. 

How’s Your Rapport with Job 
ADDIIGANIS Yo iecsrscec 5 0cieectes Jul. 

What to Look for When You're 
Hiring Jan. 


Human Relations 


Bone of Contention (C) May 
Games Subordinates Play .... Jul. 
Is the Customer Always Right? 

(A) Feb. 
Nobody Likes a Wise Guy— 

and Other Advice for the 

New Supervisor (D) Sep. 
The Hard Sell That Didn’t (C) 
Too Much Criticism? (C) .... 


Informal Groups 


(See Supervisory Relationships) 


Interviewing 
Conducting a Job Interview: 


Select—Don’t Settle 


Job Boredom 
(See Motivation) 


Job Descriptions 


Writing Job Descriptions: How 
and Why Feb. 


Job Enrichment 


Boredom on the Job (D) Jul. 
Variety Is the Spice of Work 


(D) Dec. 


When You Want Some 
Changes Made (D) 


Who Didn’t Show Up Today? 


Nov. 


9 


36 


36 


25 
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Leadership 


Are You Afraid to Develop 
Talented Subordinates? .... 

Getting Down to Basics: The 
ABCs of Managerial Success 

Memo to a Manager Who Has 
Just Been Promoted 

What’s Your Style of 
SUDENVISIONS 0.6. o:<. cesses s 

When You Want Some 
Changes Made (D) 


Listening 
(See Communication) 


Management 


Getting Down to Basics: 
The Old Masters of 
Management 
The ABCs of Managerial 
Success 
Management by Objectives: 
Making It Work 
Management, Soviet Style (D) 
Procrastination Isn’t All Bad .. 
The Analysts Are Coming! The 
Analysts Are Coming! (D) .. 
Time-Saving Techniques (D) .. 
Time! You Can Make a Friend 
of a Foe 
You Can Get the Time You 
Need (vD) 


Management by Objectives 
(See Management) 


Management of Time 
(See Management) 


Management Trends 
(See also Job Enrichment) 


Are Workers Up to the Four- 
DEW A) Coo SSA are 

The Supervisor’s Role in the 
Occupational Safety and 
Health Act 

Want Better Performance? Ac- 
centuate the Positive 

Who Didn’t Show Up Today? 


May 2 
May 9 
Jan. 24 
Aug. 30 
Mar. 5 


Jul. 34 
Jun, 31 


Mar. 2 


Jan. 38 


Manufacturing Control 
(See Control) 


Manufacturing Estimates 


Manufacturing Estimates Can 
be Made More Easily 


Meetings 


Stand Up and Be Heard 
Success with the Small Meet- 
ing (D) 


Mental Health 
(See Health) 


Methods 
(See also Management; 
Methods Improvement) 


Dealing with the Informal 
Group (D) 
Getting Down to Basics: 
The Old Masters 
Management 
The ABCs of Managerial 
Success 
Management by 
Making It Work 
Poor Man’s PERT 
Trainees Who Train (D) 


Objectives: 


Methods Improvement 


A Painless Way to Keep Track 

of Assignments as. 
Don’t Read It—Criticize It.... Feb. 9 
Time-Saving Techniques (D) .. Jun. 31 


Motivation 
(See also Appraisal; Communication ) 


Are You Stifling Your New 
ERMPIOVOS? «5: 5-5 ois ascvese are vs Jun. 

Be Tough, Not Hard (D) Jun. 

Boredom on the Job (D) Jul. 

“Dear Boss” Jan. 

Discipline as Self-Discipline .. 

Get Productivity on the Up- 
swing Jan. 

Games Subordinates Play .... 

His Most Embarrasing Moment 
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How People Learn 

Make the Best of Mistakes (D) 

More Discipline, Less 
Disciplinary Action 

Some Sure-Fire Ways to Lose 
WANES (53 sass oa 6:0in resid Ove 

The Disappointed Draftsman 
(C) 

The Effective Use of Power (D) 

The Trouble with Work (D) .. 

Understanding People on the 
Job (D) 

Variety Is the Spice of Work 


Want Better Performance? Ac- 
centuate the Positive 

You Can Make Their Work 
More Meaningful (D) 


Organization 
(See also Management) 


What is Organizational In- 
SS CT CY cag ee 


Our Changing Society 


A Practical Approach to Short- 
ening the Workweek (D) . 
Are Workers Up to the Four- 
Day Workweek? .......... 

Are You a Male Chauvinist 
Boss? 

Coming: A Way to Foil Credit- 
Card Swindlers (D) 

Coping with Drug Abuse in In- 
dustry (D) 

Drug Addiction: It Can Hap- 
pen Here 

Factories in Mainland China: 
There’ve Been Some 
Changes Made (D) 

“| Might As Well Be Back in 
the Marines” (C) 

Is the Customer Always Right? 
(A) 

Needed: Flexible Working 
Conditions for Women (D) 

Our Changing Society: The 
Challenge for Business .... 

Pollution Fighters in Germany 


Jul. 


Sep. 


Dec. 
May : 


Apr. : 


Sep. 


Jan. : 


Mar. 


Feb. 


Apr. : 


Jun. 


Robot on the Production Team 


The Supervisor's Role in the 
Occupational Safety and 
Health Act 

What Companies Are Doing 
About the “New Breed” 
Employee (D) a 

What's Ahead for Synthetic Gas 
and Oil (D) 

What's Different About Young- 
er Workers? (D) 

When Johnny Came Marching 
Home (C) 

Who Didn’t Show Up Today? 


Paperwork 
(See also Writing) 


A Checklist for Forms Design 
Personal Management 


Are You Risking a Heart At- 
tack? (D) 

Auto Loans: Get the Best 
Credit Terms Available (D) 

Estate Planning: Where There’s 
a Will, There’s a Way (D) .. 

Family Financial Chores: His, 
Hers, or Theirs? (D) 

How Much Debt Can You Af- 
ford? (D) 

If You Plan to Buy a Vacation 
Home (D) 

Some Tax Angles on Medical 
Expenses (D) 


PERT 
(See Methods) 


Planning 
(See also Management) 


Get Productivity on the Up- 
swing 

Information Control for the 
Manufacturing Supervisor .. 

Management by Objectives: 
Making It Work 

Poor Man’s PERT 
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May 
Nov. : 
Nov. 


Dec. 


May 18 





The Day the Job Won Out (C) 
Plant and Equipment 


Information Control for the 
Manufacturing Supervisor . . 
Manufacturing Estimates Can 
Be Made More Easily 
Production Control: 
Part 1. Line Up Manpower, 
Equipment, and Materials . . 
Part 2. One, Two, Three... All 
Together Now! ........... 
Part 3. Monitoring to Assure 
Prompt Deliveries ........ 
Trends in Protective Clothing 


Problem Worker 


All in the Family? (C) 

Time: You Can Make a Friend 
of a Foe 

Coping with Drug Abuse in In- 
dustry (D) 

Drug Addiction: It Can Hap- 
pen Here 

Games Subordinates Play .... 

Is There a Snake on Your Staff? 


The Featherweight Foreman 
(C) 

What Can Supervisors Do 
about Alcoholic Subordi- 
PURVES sas or 263.5: 0, 0 oases 


Production Control 
(See Control) 


Productivity 
(See also Methods and Motiv- 


Get Productivity on the Up- 
swing 

How Can You Get Higher Pro- 
ductivity? (D) 


Quality Control 
(See Control) 


Reports 
(See also Writing) 


How to Present Interesting Re- 
ports (D) 


on) 


Safety 


His Most Embarrassing Mo- 
ment (C) 

Make Your Own Slide Flim (D) 

Pointers on Accident Investiga- 
tion (D) 

The Supervisor's Role in the 
Occupational Safety and 
Health Act 


Security 
Burglar-Proof Your Office (D) 
Self-Development 


Plan for Self-Improvement (D) 

Production Control: 
Part 1. Line Up Manpower, 
Equipment, and Materials 
Part 2. One, Two, Three... 
All Together Now! ........ 
Part 3. Monitoring to Assure 
Prompt Deliveries 

Stand Up and Be Heard 

Understanding Computers: If 
You Were Company Presi- 
dent 

Want Better Performance? Ac- 
centuate the Positive 


Span of Control 
(See Control) 


Special Supervisory Problems 


A Penalty for Excellence? (C) 
Games Subordinates Play .... 
Is There a Snake on Your Staff? 


The Featherweight Foreman .. 

The Hard Sell That Didn’t (C) . 

When Johnny Came Marching 
Home (C) 


Speech Making 
(See Communication) 


Stress 


Coping with the Stress That 
Cripples (D) 

Sources of Mental Stress—and 

How to avoid Them (D) .... 


Mar, 2 


Aug. 


Nov. 
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The Day the Job Won Out (C) 


Supervisory Relationships 
(See also Boss-Supervisor 
Relationships) 


Dealing with the Informal 
Group 

Is Your Span of Control Right 
for You? 

Memo to a Manager Who Has 
Just Been Promoted 

The Effective Use of Power (D) 

Use Your Supervisory Skills (D) 

What’s Your Style of Super- 
LS 1 Se rae 


Training 
(See also Communication; Delegation; 
Employee Development; Safety) 


Are You Afraid to Develop 

Talented Subordinates? .... Mar. 12 
Are You Stifling Your New Em- 

ployees? Jun. 9 
How People Learn Jun. 14 
Make Your Own Slide Film (D) Dec. 31 
Questions for Trainers (D) ... Sep. 32 
Some Sure-Fire Ways to Lose 

MANOS ahs cis Sie, chav ei Wi ec Jul, 9 
Trainees Who Train (D) Aug. 40 
Using Films to Train Small 

Groups (D) May 
Want Better Performance? Ac- 

centuate the Positive Apr. 
What is Consultative Training? 


Turnover 
(See also Dismissal) 


Some Sure-Fire Ways to Lose 
WEANERS: <0 15-4.0sieiscnins atime 
When Is a Quit Not a Quit? (D) 


Visual Aids 


Make Your Own Slide Film (D) 
Using Films to Train Small 
Groups (D) 


Women Employees 


Are You a Male Chauvinist 
os nn enc a. 

A Problem of Promotion (C) 

Needed: Flexible Working 
Conditions for Women (D) 

The Myth of Female Absen- 
teeism (D) 


Writing 
(See also Communication) 


Be Precise When You Com- 
municate 

Gamesmanship in Written 
Communication : 

Ten Steps to Stuffy Business 
Letters (D) 

Writing Job Descriptions: How 
and Why 


Youth 


“| Might As Well Be Back in 
the Marines” 

What Companies Are Doing 
About the ‘New Breed” Em- 
ployee (D) 

What's Different About Young- 
er Workers? (D) 
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Jul. 9 
May 27 


Dec. 31 


May 31 


Mar. 43 


Mar. 30 
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